SOCIAL PERSONAL ASSISTANT – JOB DESCRIPTION
JOB TITLE:
Social Personal Assistant
JOB ROLE:
To provide high-quality support and companionship to Shannon, a young person with fetal alcohol syndrome, global developmental delay and learning disabilities, enabling her to access social and recreational activities within the community.
JOB SUMMARY:
To act as a professional, proactive and responsible Personal Assistant who will patiently and compassionately provide social assistance, companionship and support. The post holder will encourage Shannon to participate in activities she enjoys, including listening to music, dancing and visiting parks and swings, whilst ensuring her safety, wellbeing and comfort at all times.
HOURS OF WORK:
15 hours per week during school holidays. Days and times to be discussed and agreed with Shannon’s parent.
BASE:
Shannon’s home and community locations where she accesses social and recreational activities.
REPORTING TO:
Shannon’s parent.
RESPONSIBILITIES
· Provide high-quality support and companionship to Shannon, promoting her wellbeing and enjoyment.
· Assist and accompany Shannon in activities that reflect her interests, preferences and abilities.
· Support Shannon to access social and recreational activities outside the home, including visits to parks and other suitable community settings.
· Encourage Shannon to participate in activities she enjoys, particularly music, dancing and playing on swings.
· Take responsibility for Shannon’s safety and safeguarding whilst she is in your care, recognising that she has limited awareness of danger and requires close supervision.
· Remain attentive to Shannon’s needs and behaviour, providing appropriate support and reassurance throughout activities.
· Be mindful that Shannon can experience pain in her back and legs, adapting activities as appropriate to support her comfort and wellbeing.
· Plan and support suitable outings that take account of Shannon’s interests, abilities, physical comfort and safety.
· Promote Shannon’s independence and participation wherever possible, whilst providing the level of assistance and supervision she requires.
· Maintain your own and others’ health, safety and security, including following appropriate infection prevention and control measures.
· Maintain confidentiality at all times and respect Shannon’s privacy and dignity.
· Communicate effectively with Shannon’s parent and other relevant members of her support network.
· Follow parental guidance regarding Shannon’s care, support needs, routines and preferred activities.
· Complete any required training relevant to Shannon’s individual needs and the responsibilities of the role.
REQUIREMENTS OF THE POST
· Respect Shannon’s privacy and dignity and maintain a professional approach at all times.
· Maintain confidentiality in all aspects of the role.
· Respect and accept the family’s values, beliefs and cultural preferences.
· Support Shannon to maintain and develop her independence wherever possible.
· Establish a positive and trusting working relationship with Shannon and her parent.
· Communicate openly and effectively with Shannon’s parent and discuss any concerns or difficulties as they arise.
· Respect and take care of Shannon’s home, possessions and any equipment used during the role.
· Ensure that Shannon is appropriately supervised during outings and that activities are planned with her safety and wellbeing in mind.
· Smoking is not permitted whilst on duty, including during social excursions or when transporting Shannon.
· Alcohol and other mind-altering substances are prohibited before and during any shift.
· Maintain accurate timesheets and any other required records.
· Arrive for work at the agreed time and contact Shannon’s parent if you are going to be late or absent.
· Personal mobile phones should only be used in emergency situations whilst on duty, particularly when supervising Shannon during activities.
· Recognise that Shannon’s needs may vary from day to day and over time. Duties and responsibilities may therefore change following discussion and agreement with Shannon’s parent.
PERSON SPECIFICATION
Professional Requirements
· Previous experience supporting children or young people with additional needs would be beneficial.
· Experience working with individuals with developmental delays or learning disabilities is desirable.
· An understanding of the importance of safeguarding and providing appropriate supervision to individuals with limited awareness of danger.
· An ability to recognise and respond appropriately to individual needs, including changes in behaviour, comfort and wellbeing.
· An understanding of the importance of adapting activities to accommodate physical needs, including pain or discomfort affecting mobility.
· Good communication and observational skills.
· The ability to follow instructions and work in accordance with guidance provided by Shannon’s parent.
· A good understanding of safe working practices when supporting someone in the community.
· A reliable work record and a responsible approach to the role.
· A satisfactory enhanced DBS check, as required for the post.
· A willingness to undertake relevant training to meet Shannon’s individual support needs.
· A driving licence and access to a suitable vehicle may be beneficial, subject to the family’s transport requirements.
Please note: Relevant training will be provided where required to support the successful candidate in meeting Shannon’s individual needs and carrying out the responsibilities of the role safely.
Personal Requirements
· Caring, kind and compassionate.
· Patient, understanding and attentive.
· Reliable, punctual and responsible.
· Friendly, approachable and enthusiastic.
· Able to use initiative whilst following guidance from Shannon’s parent.
· Safety-conscious and able to remain attentive when supporting Shannon in the community.
· Flexible and willing to adapt activities to suit Shannon’s needs and interests.
· Able to build a positive and trusting relationship with Shannon.
· Respectful of Shannon’s individuality, dignity and family values.
· Able to work independently whilst maintaining effective communication with Shannon’s parent and support network.
· An interest in music, dancing and outdoor activities would be advantageous.
This post is exempt under the Equality Act 2010, Schedule 9, paragraphs 1–4, where the relevant exemption applies.
At the time of starting employment, the successful candidate must have permission to work in the UK.

